
A good children’s volunteer is a person who:





· Be in their place when the children arrive (15 minutes before the session).
· Contact the Director or Nursery Coordinator for a substitute if unable to fulfill with an approved volunteer when they cannot fulfill their duties.

· Be prepared with age appropriate curriculum approved and provided by the church by having all teaching materials and supplies ready (15 minutes before the session).
·  Assist the parent/guardian in teaching and sharing the Gospel of Jesus Christ with the student.
· Follow all health and safety procedures of the Children’s Ministry.
· Pass a background check.


All workers should dress modestly with clean, neat and comfortable (not tight fitting) clothing.  Shoes are to be worn at all times.  At no time should any undergarment be visible.   Women and youth should be careful that their top is not revealing when they lean or bend.  Smocks and aprons hanging in the kitchen may be worn by any worker.  An ID tag is available at the Noah’s Ark.  Children’s Ministry blue collared shirts are suggested for greeters and runners.   Remember that we are ultimately representing Jesus Christ!  


Check In/Out:

1. Children must be dropped off by a parent or guardian only.  The Greeter may give permission to an older sibling on a case by case basis.

2. The Greeter/Runner is responsible to place a security bracelet or sticker on each child before allowing them into a classroom and issuing a pager to the parent/guardian.

3. Any person wanting to pick up a child must present a security stub with numbers 

matching the child’s bracelet or sticker. 

4.  At check out, parents should present their numbered stub and sign their child out. 

Bracelets and stickers should be removed and the pager returned before the child leaves the building.

5. Volunteers must sign in and out.

6.
Any second floor and children’s church volunteers must check-out a walkie-talkie while signing in.

General Safety Procedures

1.  The bottom portion of the doors in the preschool area should remain closed with the top 

     portion open at all times.  All elementary classroom doors should remain open at all 

     times.

2.  Two volunteers are required to remain in the room at all times when a child is present (for

     safety and liability reasons).  If you have to step out for a moment, please radio the Greeter 

     to step in until you return.

3.  No hot drinks are allowed in any preschool room.
4. Persons under the age of 18 will not be placed in the position of teacher/leader.  

5. Youth helpers (7th Grade and up) may be in a classroom with another adult, preferably a parent/guardian.
6. If there are any questions, a volunteer can refer to the safety/behavior procedures posted in each classroom or check with the Greeter.

Emergency Evacuation

1. Volunteers should familiarize themselves with the fire exit plan on the inside wall next to the classroom door as well as fire alarm and extinguisher locations nearby.

2. Do not use the elevator; use stairs if needed.
3. Count your children before you leave the room, once you get outside and if you return to the room.

4. The Greeter will bring the sign in sheets from the check in area outside during an evacuation.

5. DO NOT allow a parent/guardian to take a child at ANY time.


At Check In
The Greeter and Runners are responsible for:
1. Smiling and welcoming children and parents.

2. Receiving information and special instructions from the parents, including visitor information.
3. Seeing that children are checked in properly with bracelet or sticker, brought to the age appropriate classroom and the parent/guardian is issued a pager.
4. Explaining FBC policies to visitors, giving them a tour of our facilities and answering any questions.

In the classroom

1. Two leaders should be in the classroom, one acting as the classroom greeter, the other engaging children in an activity until all the children have arrived.
2. Smile – welcome the child.  Introduce yourself to the child.

3. Say, “We’re glad that you came today.”  

4. If the child is hesitant to come in the classroom, direct the child’s attention to the activity taking place. 


The sign in sheets from the check in area serve as our attendance record.  The office staff can assist you in getting an attendance list for the purpose of communicating with your class.  Teachers/leaders are encouraged to send postcards to their students.  A box of various cards can be found in the Resource Room for you to use.  The Nursery Coordinator or a member of the office staff will mail them for you.


1.  Respect Authority 

      “Obey your leaders and submit to them.” Hebrews 13:17
2.  Treat classmates with kindness 

      “Do not let any unwholesome talk come out of your mouths, but   

      only what is helpful for building others up according to their needs,

       that it may benefit those who listen.” Ephesians 4:29
3.  Listen during instruction

     “Listen to advice and accept instruction, and in the end you will be wise.” Proverbs 19:1
*Volunteers should guide children toward correct behavior by referencing the above rules and scripture.  Even our youngest children in the nursery can benefit from hearing these verses!   We want to teach children that, through His Word, God clearly directs us as to how we should behave. 

Proper behavior in the classroom is necessary to show respect for other children, the teachers/leaders, and any new visitors who attend.   An undisciplined child takes away from the others who are trying to learn more about God and this behavior must be addressed for the sake of the class, teacher/leader and for child’s own sake.  Remember discipline can be positive!   We can limit discipline issues by being fully prepared to perform our duties as teachers/leaders.
Attempt to prevent problems by:
1. Preparing lessons thoroughly and prayerfully.
2. Preparing the room by arranging furniture and displays in an orderly fashion in advance.
3. Preparing a program with variety, allowing for movement.
4. Preparing all supplies by gathering them from the Resource Room in advance.
Prepare! 

Prepare! 

Prepare!


Discipline Guidelines

If a discipline issue arises, please do everything you can to resolve it by encouraging the child towards the correct behavior first.  Follow these guidelines:

For the Preschooler

1. Redirect the child. Tell the child what the correct behavior is.  If a child is having difficulty functioning in a particular area, redirect him/her to another area.  

· Use the words “DO” and “MAY” when correcting-not “DON’T.”  Example:  “You may use the blocks to build.”   “Do put the puzzle away when you are finished.”

· Use positive words – “Let your hands rest in your lap.”  “I can’t allow you to hit, because hitting hurts.”

2. If inappropriate behavior continues, place the child in time out in a chair or on the floor.  

· Say:  “You need to take a break over here for a few minutes.”  

· Use age to determine the length of time.  Example:  A 2 year old should not sit longer than 2 minutes in time out.  

· The time out location should be in the same room in which you are working so that you are able to see the child at all times.

3. If necessary bring the Greeter into the situation.  The Greeter will talk to the child, pray with him/her, and call the parents if needed.  The Greeter is responsible for communicating any behavior issues to parents.

For Elementary Age Children

1. Give a verbal warning.  Kindly, but firmly, tell the child that their behavior is not appropriate and what they should do instead.

2. Separate child from the activity for a few minutes and counsel them before allowing them to return to the group.

3. Select an appropriate behavior card and have the child look up verses and answer questions, writing on the back of the card (Examples of cards are on page number 7.)  

· Assist students that cannot look up verses by themselves.

· Discuss what the child wrote before allowing them to participate with the group again.

· Make sure the behavior card is given to the parent at the end of the session.  

· A copy of the behavior cards can be found at the back of this manual.  These cards were adapted from Wise Words for Moms by Ginger Plowman.

4. Ask the Greeter or leader of your program to call the parent and remove the child for the rest of the session.
For All Children
· At no time should you ever place your hands on a child in an attempt to get them to comply.  In the event of a serious behavior issue, ask or radio the Greeter on duty, so a parent can be called immediately.
· If parents or caregivers need to discipline their own child, they should do so discretely and never in front of other children.  Any spanking needs to take place behind closed doors or after you return home if possible. 
· Please keep in mind that we do not want to handle situations in such a way that would discourage a child or family from returning to any of our programs; however we must keep order so that all children can benefit from the teaching and fellowship taking place.




1. Field trips off campus for children of preschool age are discouraged.
2. All field trips, both on and off campus, are to be pre-approved by the Director.  A field trip request form is to be used.
3. Field trips are not to be advertised until a field trip request form has been submitted to the Director and approved.
4. Parents are to be notified of any field trip, in writing, a minimum of two weeks prior to the trip.  This notification should include the exact destination of the field trip, the time you will be leaving the church, the expected time of return and any special requirements (i.e. money for meals, a change of clothes, etc.).
5. Written parental permission and a completed, notarized FBC Medical Release Form must be obtained prior to the field trip.
6. The Children’s Ministry Director may cancel any field trip for reasons of weather, when the children’s safety is in question or for other reasons.
7. All church safety guidelines are to be followed off campus.

Videos may be used on occasion, but must be approved by the Nursery Coordinator and Children’s Ministry Director.  Videos must be rated G, have Christian and/or educational themes, and display appropriate behavior and language.


Speakers and special guests from outside the church membership are to be cleared with the Children’s Ministry Director or the Pastor.  Speakers may be canceled when questions of a child’s safety (physical, mental or spiritual) are in question.

Illness
*Please be aware there is anti-bacterial wash at all doorways.
Children displaying any of the following symptoms will not be accepted into the classroom: 
· Fever-currently or within the last 24 hours
· Vomiting- within the last 24 hours
· Diarrhea- within the last 24 hours
· Pink Eye
· Sore throat 
· Green, runny nose

· Unexplained rash

· Head Lice

· Open and/or unbandaged skin lesions

· Any symptoms of chicken pox, strep throat, flu, roseola, impetigo and/or ringworm.

If a child should become ill or exhibit any of the above symptoms during a session, remove the child to an isolated area and ask the Greeter to contact the parent to remove the child from the classroom immediately.  If any clean up is necessary, contact the Greeter.  
Volunteers and paid workers are never to administer medication of any kind.
If a child develops an infectious disease following a session, parents should contact the Children’s Ministry Director immediately.  

First Aid for Injuries
1. The first aid kit is located in the preschool area kitchen.

2. Latex gloves should be worn any time a cut or abrasion is treated.
3. Cuts and abrasions will be treated by cleaning with soap and water and applying a band-aid.
4. An Incident/Accident report must be completed and submitted to the Director for any accident.  This includes cuts or abrasions, bumps, bruises or red marks received while the child is in the care of the Children’s Ministry.
5. Volunteers and paid staff are not to apply any type of ointments to any cuts or abrasions.
*Please make every attempt to avoid injuries by not allowing children to do anything that may cause them harm.  A child should never be allowed to do things such as stand on chairs, tables or book cases, play in storage closets, or use materials and toys other than the way they are intended.

Food Allergies

All snacks served will be posted in the check in area.  Parents are responsible to notify the Greeter of any specific allergies.

Confidentiality

The medical condition of a child shall be disclosed to the program Director or the Minister of Education to minimize the health risk to the child and others.  The teachers and paid workers (if applicable) will be provided with the appropriate information concerning any special precautions that may be necessary.  First Baptist Church staff shall not disclose the HIV or AIDS status of any individual without the written consent and permission of that individual or, in the case of a child, their parent or guardian.  Parents of other children enrolled in activities at the church shall not be privy to any confidential medical information.
Reporting Child Abuse
All caregivers are to be familiar with the signs of abuse as defined by The National Committee for Prevention of Child Abuse:

Physical Abuse: Non-accidental injury, which may include beatings, violent shaking, 

human bites, strangulation, suffocation, poisoning, or burns.  The result may be bruises 

and welts, broken bones, scars, permanent disfigurement, long-lasting psychological 

damage, serious injuries, brain damage, or death.  

Neglect: The failure to provide a child with basic needs, including food, clothing, 

education, shelter, and medical care; also abandonment and inadequate supervision.

Sexual Abuse: The sexual exploitation of a child by an older person, as in rape, incest,

 fondling of the genitals, exhibitionism, or pornography.  It may be done for the sexual 

gratification of the older person, out of a need for power or for economic reasons.

If a caregiver suspects that a child has been abused, the following steps are to be followed:

1. Report the suspected abuse to the Director.  The Director will collect information and file a report with law enforcement officials.

2. Do not interview the child regarding the suspected abuse.  The interview process will handled by trained personnel.

3. Do not discuss the suspected abuse with anyone but the Director.  It is important that all information about the suspected child abuse (victim and abuser) be kept confidential.

Diapering
1. Wash hands.

2. Lay down a new disposable pad on top of changer and put on a new pair of disposable gloves before changing each child.

3. Change diaper using diaper and wipes provided by parent only.  If none are provided, see Greeter.

4. Place dirty diaper in designated trash can.

5. Clean changing area with disinfectant and paper towel.

6. Wash hands.

Assisting a Preschool Child in the Restroom 
1. Parents should notify the Nursery Coordinator or Greeter when their child has moved from diapers to pull-ups or from pull-ups to underwear. 
2. Parents should provide an extra change of clothes in a labeled bag. 

3. Volunteers should ask a potty training child to sit on the potty approximately every 45 minutes.  

4. Volunteers should make sure that the ½ bottom door to the bathrooms in the nursery are closed while the child uses the restroom and only assist as needed. 
5. Please give the child as much privacy as possible and promote modesty.  At no time should a child be able to view another child using the restroom.
6. Allow only one child in the restroom at a time.

7. Workers should always wear gloves when helping a child in the restroom and wash their hands immediately afterward.

8. Teachers should use the adult restrooms only.
Hand Washing/Sanitizing
Anyone working with children should wash their hands (suggested length of time is 20 seconds):
· Upon entering a Preschool classroom
· After wiping a nose
· After coming into contact with any bodily fluid
· Prior to serving any food
· Prior to and after attending to a cut or injury
· After coming inside from the playground

Children should be encouraged to wash their hands (suggested length of time is 20 seconds):

· After using the restroom
· Before eating a snack

· Any time hands are messy from food or crafts
· After coming inside from the playgroun
Disinfecting toys and teaching material
Volunteers in the preschool area should carefully watch children as they play.  Any toy that a child places in his/her mouth should be placed in the designated “Toys To Be Washed” tub in each room once the child is finished playing with it.

After the children have left the room, the paid staff will:
1. Spray all tabletops with disinfectant spray and wipe with a paper towel.
2. Spray disinfectant on all toys, puzzles, bookshelves, doorknobs and other areas that have come in contact with children.
3. Sanitize the “Toys To Be Washed” in a dry-heat sanitizer located in the resource room.

Babies and Crawler areas

1. Babies will be placed in clean beds only.  
2. Volunteers in these rooms should remove the crib sheet and place it in the hamper once a child leaves.
3. Beds will be changed and disinfected after every use.  
4. Toddler “puffs” are provided as a snack in the crawler room with the parent’s approval.

In order to keep our rooms attractive and limit maintenance, please follow the guidelines below.  We want to keep the rooms in such a manner that will bring honor to God.

1. Remember that all the rooms have been designed for multi-use and will be used for more than the Bible Fellowship, R.A., G.A., Pure Energy, etc., hour.  No one program or ministry has ownership of any given room. We must keep in mind that we are sharing space.

2. Classrooms should be kept neat and clean.  Please do not leave materials and supplies out, but place them in the cabinets or closet where they belong.  Cabinet and closet space should be divided equally between the groups using the room.  If a program has material that will not fit in their cabinet, they need to move that material to the resource room or to storage.  Please put any special materials that are specific to your ministry in a tub labeled with the ministry name.
3. In order to maintain the attractive appearance of our rooms, the following needs to be observed:

a. Nothing is to be attached, hung or fastened to the walls, ceiling, windows, doors, or floor that will leave a permanent mark or hole.
b. Do not place or leave objects in the windowsills.
c. One bulletin board in the room will be designated for general use and can be used by the teacher/leader during each session.  The other bulletin boards in the room will be divided between the groups assigned to the room for displays.

General Resources
Be a good steward of the resources God has given us!

1. Take only what you need.  Be conservative and considerate of others.

2. Return all used materials taken from the Resource Room at the end of the session.  Be sure to place them back where you got them.  

3. Check to make sure all puzzles and toys are put together correctly and placed back on the shelves before you leave.  

4. Remember that many different groups share the resource room.  Please make every attempt to keep it organized!  

5. If you notice supplies are low, please note on the “supplies needed” dry erase board.

Painting
1. Always use a plastic drop cloth on the floor, regardless of where you are painting (easel or table).

2. Supervise painting at all times.

3. Use smocks to protect the child’s clothes.

4. Show children how to handle paint prior to allowing them to use it.
5. Make sure you clean all paint containers and brushes with paper towels, then rinse the sink. Do not pour or wash left over paint down sinks.


Lamb 1a/b (infants) &Turtle (crawlers) Room
10:40             Volunteer should be in room to relieve Bible Fellowship teacher.  Ask which children have
recently been given a diaper change and receive any special instructions.  Begin to change any  child that was not changed during Bible Fellowship. 

10:35-11:50    Follow schedule provided by parent for napping and feeding (on white board and information 
                       sheets).  Play with children, read to them and listen to music. 

11:50             Check to make sure all babies have a clean diaper and change them as needed.
*Once all children have left the room, unplug the bottle warmer, remove sheets from any crib that was used during the session and turn out the lights. Place all laundry in the laundry basket.  

Monkey (1 year olds) & Bunny (2 year olds) Room
10:40              Volunteer should be in room to relieve Bible Fellowship teacher.  Ask which children have 
                       recently been given a diaper change and receive any special instructions.  Begin to change any 
                       child that was not changed during Bible Fellowship.

10:35-11:50    Play and interact with the children.  Sing or read a book.  Read over the lesson summary from 
                       Bible Fellowship and continue to talk to the children about the Bible lesson as they play.  

                       Remember that this can be learning time too!  
11:50             Check to make sure all children have a clean diaper and change them as needed.
*Once all children have left the room, check to make sure there are not any left over materials/toys on tables or shelves.  Check for any toys that need to be put away.  Turn out the lights. 

Ocean (3 year olds) & Bear (4 year olds) Room
10:40              Volunteer should be in room to relieve Bible Fellowship teacher.  Ask which children have 
                       recently been to the restroom and receive any special instructions, including which children are 
                       in pull-ups.  Send any child to the restroom that may need to go.

10:35-11:00    Play and interact with the children.  Read over the lesson summary from Bible Fellowship and 
                       continue to talk to the children about the Bible lesson as they play.  Remember that this can be
                       learning time too!
11:00              Move children to the table for an activity such as play dough, puzzles or coloring.
11:30              Sing, play a game or read a book to the children. 
11:50              Check any child wearing pull-ups to determine if they need to be changed.  Ask potty trained 
                       students if they need to use the restroom.  Have students help you clean up the room.

*Once all children have left the room, check to make sure there are not any left over materials/toys on tables or shelves.  Check for any toys that need to be put away.  Turn out the lights. 

1. The playground is located north of the children and youth building.  It is fenced and only accessible through a locked gate.

2. The playground is designed for children ages 2-12.

3. Adult supervision is required for children using the playground at any time.  (The “Two Adult Rule” applies for use during church activities.)

4. For the safety of preschoolers, broad age-groups of children may not use the playground at the same time during scheduled church activities.  [Younger preschoolers (up to age 4) are allowed on the playground at times when older children (ages 5 to 12) are not present and only when accompanied by a teacher or authorized adult.]

5. For the safety of all that use the playground, FBC Bradenton adheres to the policies and guidelines listed in the CPSC Public Playground Safety Handbook.  A copy of this resource can be found in the nursery under Noah’s Ark.

6. Older children (ages 13 and up) and teens may not “play” on playground equipment.

7. No rough play or misuse of equipment will be permitted.

8. The playground may be used only during supervised hours.

9. A sign posted in plain view reads:

· Equipment designed for children to age 12

· Adult supervision required

· Not responsible for injuries
· An Accident/Injury Report Form should be used to document any/all injuries.

10. Damaged equipment and other hazards should be reported immediately to the Director of Children’s Ministry or Nursery Coordinator.

· Damaged Equipment Form is located in the nursery under Noah’s Ark.
ACCIDENT/INJURY REPORT FORM

Child’s Name:  _____________________________________________________________

Date of Injury:  _____________________________ Time of Injury:  ___________________

Brief Description of accident/injury:  _____________________________________________

___________________________________________________________________________________________________________________________________________________________
First Aid Administered:  __________________________________________________________
___________________________________________________________________________________________________________________________________________________________
Parent contacted:  __________________________ Time:  ______________________________
Signature (Teachers) ________________________________________________________

                                   ________________________________________________________

Signature (Parent/Guardian) __________________________________________________

Phone:  ______________________________

Give completed form to the Children & Preschool Ministry Director

Copy to parent on request

FOLLOW-UP:  __________________________________________________________________

____________________________________________________________________________________________________________________________________________________________
EQUIPMENT DAMAGE FORM
Reported By:  __________________________________________________________________

Date of Equipment Damage:  _______________  Time of Equipment Damage:  ______________

Brief Description of Equipment Damage:  _____________________________________________
____________________________________________________________________________________________________________________________________________________________

Indicate Equipment Damage Location:  ______________________________________________

______________________________________________________________________________

List of Equipment Damaged:  ______________________________________________________

______________________________________________________________________________

______________________________________________________________________________

How was the Equipment Damaged:  _________________________________________________

____________________________________________________________________________________________________________________________________________________________

Parent/Guardian contacted (if a child was involved):  _______________________  Time:  ______

Signatures (Director of Children’s Ministry)  ___________________________________________



  (Parent/Guardian)  _____________________________________________________

Give completed form to the Children & Preschool Ministry Director

Copy to parent on request

FOLLOW-UP:  __________________________________________________________________

____________________________________________________________________________________________________________________________________________________________
Disobeying





Read what the Bible has to say about this situation: 


Ephesians 6:1, Proverbs 23:13-14, Colossians 3:20, 


Proverbs 13: 13, 18, 24, Proverbs 15:32





Based on your reading, what sinful behavior should you “put off”? What righteous behavior should you “put on”?





Answer these questions:


Are you obeying or disobeying?


How did you disobey?


How does God want you to obey? 


Even though some of the verses you’ve just read relate to a parent/child relationship, how can you apply these principles to your relationship with your teacher?


What do you need to do to make things right?








Defiant Attitude, Defiant Look





Read what the Bible has to say about this situation: 


Proverbs 21:29, Proverbs 12:1, Proverbs 10:8, Proverbs 15:13, Proverbs 17:22, Proverbs 28:14, Philippians 2:5





Based on your reading, what sinful behavior should you “put off”? 


What righteous behavior should you “put on”?





Answer these questions:


Are you obeying or disobeying with your attitude?


Are you truly obeying when you obey with an unhappy heart? 


What can you do in the future to avoid a similar situation? 


What do you need to do to make things right?








Destructive with Property





Read what the Bible has to say about this situation: 


Luke 15:12-14, Proverbs 21:20, Matthew 25-29,                        1 Corinthians 4:2





Based on your reading, what sinful behavior should you “put off”? What righteous behavior should you “put on”?





Answer these questions:


Do you think you should be allowed to have this if you are going to destroy it?


Are you being considerate of the person who purchased this?


Is this an act of goodness or evil? 


What do you need to do to make things right?








Teasing, Tearing Others Down





Read what the Bible has to say about this situation: 


Ephesians 4:29, Psalm 34:14, Proverbs 26:18-19,                       1 Corinthians 13:6





Based on your reading, what sinful behavior should you “put off”? What righteous behavior should you “put on”?





Answer these questions:


Do those words show love and build up your classmate(s) or do they tear him/her/them down?


What can you say to build up your classmate(s)?


What can you do in the future to avoid a similar situation? 


What do you need to do to make things right?








Videos





Playground Policies








What are the Qualities of a 


Good Children’s Volunteer?








What are the  


Expectations of a 


Good Children’s Volunteer?








Is a Christian that is growing in his/her relationship with Christ.


Believes and teaches that the Bible is the infallible, inerrant inspired word of God. (2 Timothy 3:16)


Loves children.


Is punctual, flexible and dependable. 


(2 Corinthians 3:2)


Is a person with a forgiving, cooperative spirit.


Is a person who demonstrates maturity, tact and enthusiasm.


Is committed to teach, pray for and reach out to children, their families, the church, its staff, its ministry and its leaders.  (Philippians 1:4-6)


Makes a special effort to contact prospects and absentees on a regular basis.


Cooperates and supports the plans and activities of the church.


Endeavors to make verbal and lifestyle witnessing a part of daily life.  (Proverbs 11:30)


Seeks to discover and meet the needs of the families they serve.  (Galations 6:2)


Is a good steward of the church’s property and materials.





Is regular in their worship service 


attendance.


(  Contributes a regular tithe to this 


     church.  (Malachi 3:10)


(  Attends all scheduled meetings.


(  Applies the teachings of Christ in moral


     and social issues of every day life.


     (James 1:22)











The Children and Parents have a right to expect FBC Children’s Ministry Volunteers to:





Dress Code





Security and Safety Procedures 





Greeting Children





Attendance Roll Procedures





Behavior Expectations for Children


“Be courteous to all men.”  Titus 3:2





Discipline





Field Trips





Speakers and Special Guests





Health and Hygiene





Guidelines for Use of Rooms





Guidelines for Use of Resources





Suggested Preschool Room Extended Session Schedules
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